
.-...
L I '. --'-: s . 7 .  '::.: _ .  - - .... .....-.

minimum q u a l i f i c a t i o n s  

SUBSTITUTIONS: 
. 

~ . .  

. .  . - .. . .. 

personnelregardingplanning,evaluation,research meth
odology, policy development or programmatic or adminis
trative functions. 
- . . 

. _  .. . 
; , ..; I . .  .. ., . . ... . 

Threeyears of professional level experience in planning, 
programevaluation or research. 

A master'sdegreeinplanning,researchorpublichealth 
may besubstitutedfor one year of therequiredexperi

- .ence. 
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STATEOFLOUISIANA E9 
DEPARTMENTOF CIVIL SERVICE PR 

P.O. BOX 94111, CAPITOLSTATION 6/3/86 

141010 BATON ROUGE, LOUISIANA 70804-9111 

FUNCTION OF WORK: 

LEVEL OF WORK: 

SUPERVISION RECEIVED: 

SUPERVISIONEXERCISED: 

LOCATION OF WORK: 

JOB DISTINCTIONS: 

EXAMPLESOF WORK: 

To initiateand follow throughonrecoveryactivitiesfor 
various social service accordance withprogramsin 
established state and federal policies. 

Advanced journeyman. 

General from a DHHR Recovery Unit Supervisor. 

functional overMay have supervision other DHHR Re
coveryAnalystsandclericalpersonnel. 

Department of Health and Human Resources; Office of 
Management andFinance,RecoveryBureau. 

Differs from other social servicesjobsbytheresponsibi
lityforrecovery/collectionactivitiesin asocial service 
program. 

Differs from DHHR RecoveryAnalyst 1 byhavingrespon
sibilityseveralfor Department of Health and Human 
Resources social serviceprograms which requiresbroader 
knowledge and increases the complexity of the work. 

Differs from DHHR Recovery Unit Supervisorbythelack 
of direct line supervisory responsibility. 

Reviews . and eases overpayevaluatesinvolving 
payments in payments, foodments/ineligible assistance 


stamp,childsupport, medical vendorsandlorproviders

for correct application of policy andtodeterminerecovery

actiontobetaken.Thesecases are referredby Office 

of parish
Family Security (offices, Medical Assistance 

Program,Title XIX Fiscal Intermediary, Office ofHuman 

Development, Child Support Enforcement Program,

Department of Health and Human Resources Audit 

Division, andthe Office of AttorneyGeneral. 


Providestechnicalassistanceandguidancetoparishoffice 

staff other
and Department of Health and Human Re
sources Offices in matters relating to recovery. 

Obtainsinformation from computer and other various 
sourcestodeterminetheappropriatecontinuedrecovery

decides on future actionactivity, recovery regarding

allotment reduction,recoupment , follow-up letters,sus

pensions or closures, or referrals to the legal section for 

civilaction. 


(over) 
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- i .  


EXAMPLES
f -

OF WORK: (continued) ' . 
:. , , 

' ' ' Insuresthatthecorrect amount is beingrecovered. 
-. _ L-. .. --. ~ . _ _ _  - - - ... I.-... - - - . . - .- .~. - - . 

Answers inquiries made by attorneys,clients, public
officials orotherpersons or agencies representingclients

policies and and. . . . . . . . ^  regarding program proceduresnegotiat
ing repayment plans. 

Pursuesrecovery of Medical andPublicAssistancefunds 
from liable thirdpartiessuch as insurers,attorneys, and 
healthcareproviders,coordinating collection efforts with 
Office of GeneralCounsel. 

Refersto Office of Family Security Program Directorsand 
actioncaserecommends corrective in situations where 

highfrequencyerrorshavenoted. 

minimum QUALIFICATIONS: Four years of professional social serviceexperience. 

. 
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P.O. BOX 94111, CAPITOL STATION 6 / 3 / 8 6  

119200 
BATON ROUGE, LOUISIANA 70804-9111 

FUNCTION OF WORK: 	 To serve as assistant to an executive or administratorfor 
a major organization, with responsibilityfor allroutine 
administrativemattersandforastatewideprogram. 

LEVEL OF WORK: Supervisor. 

SUPERVISION RECEIVED: Broad direction from agency executive or administrator. 

SUPERVISION EXERCISED: 	 Line overClericalSpecialistsand/or program area employ
ees. . 

LOCATION OF WORK: May be used by all state agencies. 

ServicesJOB DISTINCTIONS : 	 Differs from Administrative Assistantthe 
responsibility for astatewideprogramandadministrative 
assistanttasksratherthanadministrativeassistanttasks 
only. 

Differs from Administrative,ServicesAssistant / Secretary
bytheresponsibilityforastatewide program ratherthan 
secretarial tasks. 

EXAMPLES OF WORK: Relieves administrator of all minor administrative matters. 

Directsanagencyprogram with statewidescope. 

Analyzes andpreparesdetailedreports on anyphase of 
activity,organizational including recommendations for 

revising procedures to improve operations. 

Preparesroutine memoranda for theadministrator inform
ing staff of administrative decisions and matters of policy. 

Performsandsupervisesadministrativesupportactivities 
such as maintainingfilesandcentralrecords,printing
andduplication services,security,purchasing of supplies
and equipment, preparation of payroll or personnel. 

Selects assigns identifiesand staff, staff development
needs and assures that training is obtained. 

Monitors budgetadvisesand administrator of budget 
status; may prepare the paper work for the budget. 

Collects and supervisesthe collection andpreparation of 
data into reports. 

(over) 
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administrative PROGRAMASSISTANT (continued) 

EXAMPLES O F  WORK: (continued) 
correspondence to andPrepares relativeadministrative 

assignedprogramactivities. 

minimum QUALIFICATIONS : 

S U B S T I T U T I O N S :  

Sortsroutes m a i l  to divisions,and proper prepares
correspondence not requiringattention of the administra
tor. 

Coordinates work byschedulingassignmentsanddirecting
the workof subordinates. 

Reviews andapprovesvarious permit or licenserequests
based onspecificprogramrulesandregulations. 

Maintains contactsfor the administrator with publicand 
private officials and professionals. 

Anyof the following will qualify: 

to1. Four years of clericalexperienceequivalentthe 
advanced journeymanlevel in officeclericalwork. 

A baccalaureatedegree will substitutefor three years of 
experience. 

2 .  One year of clericalexperienceat the supervisory
levellevel or professional experience in administrative 

supportareas,suchasaccounting,purchasing, or per
sonnel. 

3 .  A baccalaureate administration,degree in business 
business education or office administration. 
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STATE OF LOUISIANA 
DEPARTMENT OF CIVIL SERVICE 

E l  
PR 

P.O. BOX 94111, STATION 6 /29 /87  

BATON ROUGE, LOUISIANA 70804-9111


I ~~ 

NURSE--SCHOOL NURSINGREGISTERED HEALTH PROGRAM SPECIALIST 
~~~ 

I 
The examplesof workgiven are intended only u i l lustrations of  the various types of rock performed i n  
positions allocated to t h i s  job. the absence ofspecificstatementsofduties doer not exclude those 
Cash from the posi t ion  i f  the wort is similar,related or log ica l  assignmnet ofthe piti-. 

FUNCTION OF WORK: Toassistinthe management of theState's School Nursing 
.programs of healthPrograms which provides services, 

healthscreeningsandreferralsandhealtheducationfor 
all students K-12 in the schools of the state. 

LEVEL OF WORK: Supervisor--program . 
SUPERVISION RECEIVED: Broadreview from the School healthNursingDirector. 

SUPERVISIONEXERCISED: Functionaloverpersonnelengagedin School HealthNurse 
Programs all schoolsServices in and school systems

statewide. 

LOCATION OF WORK: Department of Education. 

JOB DISTINCTIONS : 	 Differs from relatedjobsbyresponsibilityforcoordinat
ing several program areas withinschool health nursing.-

in managing major section within bureauEXAMPLES OF WORK: 	 Assists a a in 
the Department of Education. 

Aids inplanning,directing,andcoordinatingactivities 

pertainingtotheState's School Health Nursingservices; 

aidsin implementingprogramimprovements byensuring


plans andl by trainingrevision of program providing 

programs for school nurses. 


Preparesayearlycomprehensivefinancialreportforthe 

StateDirector of School Health NursingServicesdisplay

ingtheprogram'sstatusandresults of Stateprograms 

and services. 


Monitors, adaptsand implements state-of-the-artprinci

plesandtechniquesin school health nursing. 


Develops and implements statewidestandards, policiesand 

procedurestoprovidecontinuityinsystematicprovision

of school nursing services. 


Provides and statewide school
trainingassistanceto 
nursing through andpersonnel inservicepre-service
trainingworkshops,seminars,etc. 

ProvidesfinancialdatatotheExecutiveOffice, Division 
of Administration includingcoordinatingthepreparation of 
theprogram'sannualbudgetrequest. 

(over) 
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REGISTERED NURSE--SCHOOL HEALTH NURSINGPROGRAM s p e c i a l i s t  (continued) 

EXAMPLES OF WORK: (continued)
inplanning, and theAssists directing,coordinating


activities of theState School Health Nursing
Program,
including andinterviewingevaluation of personnel,
establishing goals andobjectives,devisingstandardsand 
procedures,ensuringappropriatetrainingforpersonnel, 

. 	 supervisingthepreparationand monitoring of itsbudget,
and approving/ disapproving expenditures 

PreparesfiscalprojectionsanalysesforExecutive Admin
istrator'suse:confers with state government executives 
toassessprogramsandidentify problems andseekreso
lution. 

MINIMUM QUALIFICATIONS: A master's plus bydegree certificationthe Louisiana 
Department of Education inthearea of specialtyand 
threeyears of professionalnursingexperience. One year
of therequiredexperience must havebeenin thearea of 
certification. . .  

SUBSTITUTIONS: 	 Additional qualifyingexperience may besubstituted for 
therequired master's degree on ,thebasis of two years of 
experience for 30 semester hours of college training... . . 

NOTE : 	 A current Louisiana licensetopracticeprofessionalnurs
ing must be verified at timeof appointment. 
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STATE OF LOUISIANA D l  
SERVICEOFPRCIVIL 

P . O .  BOX 94111, STATION 6/3/86
BATON ROUGE, LOUISIANA 70804--9111 

126330 

_--- - . - __ _ _  . . . - - .. .- . . ~ .. . . .  . . .. . - --.. 

STATISTICIAN2--0PPHS 

-.----- . . . -..- . - - - - - - _ _  - .- -. . - .. . . . . - - _ __. 
The examples of work given are intendedonly as i l lustrations of the various types of work perfor-d in 
positions allocated t o  this job. The absenceofspecific statements of dutiesdocsnotexclude chose 
cast. from the pos i t ion  i f  the work l a  s imilar related or a log ica l  assignment of the position. 

- I  FUNCTION OF WORK: TO .report numbers of vital! ,.events,:..occurrences, or 
..- ._ . --.- .. .- . .-- activitiesandtoprovideanalyses of thesedatafor,use 

by.demographersandprogramprofessionals. In conjunc
design carrytion with program professionals, and out 

studiesnecessaryforplanningandevaluation of programs 
. . data. andlor _ _  ~ 

LEVEL OF WORK: Advancedjourneyman. 

SUPERVISIONRECEIVED: Broadreview from StatisticianSupervisor--0PPHS. 

SUPERVISIONEXERCISED : 	 May supervisesubordinatestatisticians,statisticalaides 
or other subordinate staff. 

LOCATION OF WORK: 	 Department of Health and Human Resources; Office of 
PreventiveandPublic Health Services (OPPHS). 

theJOB DISTINCTIONS: 	 Differs from Statistician 1--0PPHS by presence of 
responsibility performing complexforindependently
analyses,surveysordesigns;and for provision of func
tional supervision. 

Differs from StatisticianSupervisor--0PPHSbyabsence of 
linesupervisoryresponsibilityforaunitor similar organi
zational entity. 

and implements complex surveyslans or experimental
esigns, develops methods, procedures,sampling tech

andiques of analysis, power of analysisreporting
requirements. 

Preparesorreviewsreportsand recommendations based 
on complex computerized analysesstatistical toensure 
accuracyandvalidity. 

Maintains liaison with agency andofficialsofficials of 
othernational,stateand local agenciesconcerningdata 
requirements, availability, interpretation and use. 

Determines feasibility of studies byrequestedinternal 
agency officials orexternalagencies. 

journeyman in: One year of experiencestatistical work 
statistical melthods such'which utilized as relinear 

gression , multiple regression,frequencydistribution,etc, 
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HEALTH STANDARDS CONSULTANT 3 

FUNCTION OF WORK: To conductsurveystodetermineconformity-withstateand 
f ede ra ll i censu rerequ i r emen t s .  . :e. 

LEVEL OF WORK: AdvancedJourneyman 
f i eId 

SUPERVISION RECEIVED: Generalfrom a Heal th  Standards Regional  Manager
. .  

LOCATION OF WORK: 	 Department o f  HealthandHospitals,Officeofthe 
Secre ta ry .  

J O B  DISTINCTIONS: 	 D i f f e r s  fromHealthStandardsConsultant 2 by 
r e s p o n s i b i l i t y  f o r  l e a d e r s h i p  i n  t h e  most d i f f i c u l t  s u r v e y s  
and by highdegree of e x p e r t i s e  i n  a g iven  p ro fes s iona l  
d i s c i p l i n e  and i n  T i t l e  X I X ;  DiffersfromHeal thStandards 
Regional Managerby absence of admin i s t r a t ive  supe rv i s ion  
of a r e g i o n a l  s t a f f .  

EXAMPLES OF WORK: 	 Evalua tesappropr ia tenessandqual i tyofcarede l ivered ,  
based on personalobserva t ions ,in te rv iews ,e tc .  

Serves  as pro jec t :leader  on t h e  most d i f f i c u l t  s u r v e y s  of 
h e a l t h  a n d / o r  s o c i a l  s e r v i c e s  p rogram and /o r  f ac i l i t y .  

Reviewsmedicalrecordsand/orresidentchartsofpat ients  
r ece iv ing  care  underfederalfundingprogramsandreports 
on f a c i l i t y  l i c e n s i n g  a n d  c e r t i f i c a t i o n  p r o c e e d i n g s .  

In te rv iews  and obse rveseachpa t i en ttode te rminei f  
ind iv idua l  nurs ing  and/or  social needs are beingmet. 
A b s t r a c t s  i n f o r m a - t i o n  f r o m  e a c h  f i l e  f o r  u s e  i n  
u t i l i za t ion  r ev iew p rocess .  

Preparesrepor t  on f ind ingsand recommendations concerning 
needs of pa t ien ts ,andcomple teso therfedera lands ta te  
formsrequiredto document r e v i e w  a c t i v i t i e s  a n d  
appropriatenessofcont inuedtreatment  for eachpa t i en t .  

Serves as c o n s u l t a n t  t o  f a c i l i t i e s  as needed t o  assist i n  
c o r r e c t i n g  d e f i c i e n c i e s .  

Conductsspecialinvest igat ions or  inspec t ionsinresponse  
t o  complaintsandpreparesreports  on f ind ings  and 
recommendations 
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FUNCTION OF WORK: 

LEVEL OF WORK: 

SUPERVISIONRECEIVED: 

SUPERVISION EXERCISED: 

LOCATION OF WORK: 

JOB DISTINCTIONS: 

EXAMPLES OF WORK: 

To administerconsultativeandevaluativeservicesrelative 
to PharmacyProgram (Title XIX) providers. 

Advanced journeyman. 

Broadreview from anadministrative official inthe De
partment. 

Directline overthePharmacist--ProviderConsultant 1. 
Formally advisesandassists management inthe adminis
tration of theTitle XIX Medical AssistanceProgram. 

Department of Health and Human Resources; Office of 
Family Security. . 

Consultant 1 byDiffers from Pharmacist--Provider the 
presence of .overalladministrativeresponsibilityforthe 
Title XIX PharmacyProgram. 

Differs from the Medical AssistanceProgram's Division 
Directors bythe absence of responsibility for directing all 
Title XIX Medical AssistancePrograms. 

Develops,monitors, andthe implementsTitle XIX Phar
macy Program. 

Advises management of programneeds. 

Reviews the performance of the claims fiscal intermediary. 

b Develops and reviewsproceduresfortheaudit of bills 
submittedtocompensatepharmacists. 

P Evaluatespharmacyprogramexpenditures. 

Providespolicyandproceduredconsultationtoprovider of 
pharmaceutical services by interpreting program policies. 

Monitors program use of Medicaidthrough Management
InformationSystem.

9 ;-
V 2- LL 0. 

h Resolves claims processing problems. 

Evaluates in making onand assists decisionsprogram 
coveragefor new drugs. 

I 


